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Welcome to CalJOBS Participant Reports Training. Participant reports refer to data we
can gather from individuals who are, at least registered in CalJOBS, and may be enrolled
in a WIOA program and/or special grant.
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We will review the following participant reports, including where to find them and
some suggested filter options.



Helpful Hints — Export a Report
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- Report Typ Int (WIOA)
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- One Stop Location: VSD VIETNAM VETERANS OF SAN DIEGO

- Statewide Grant Desc: 641 - Veteran's Employment-Related Assistance Program (VEAP) PY 17/18

Office
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Do you want to open or save CaseNotes.pd from caljobs.cagov?

Before we look at the reports, we want to point out a few helpful hints when running
reports.

First, any report in CalJOBS can be exported. To do this, click on the save icon (floppy
disk image) and select which method you would like to export the report (e.g. PDF,
Excel, CSV). After selecting the file type, a pop-up will appear at the bottom of the
screen to open the exported document. Select “Open” to view the document, or “Save”
to save and open the document.



Helpful Hints — Email a Report
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Another helpful hint is the Staff Email Search feature. This allows you to send the
results of the report in PDF, Excel, or CSV, to any staff member who has a staff CalJOBS

login.

Within the results page of a report, select the “+” icon next in the Staff Email Search
gray box. After selecting the “+” icon, a search box will appear. Type in the staff
member’s first, last, or first and last name and the results will populate below. Select
the staff member you would like to email the report to. Next, choose the format that
you would like the report to appear by selecting it in the drop-down. Finally, select the

Send link.




Helpful Hints — Toggle between pages
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Return to “parent report”
I Next page or back | button
v 4 ” 4

©
Staff E Search

{1 of22 PPl 100% V] - &

Enrolled Individuals - By Office

- Active: 7/1/2018 to 6/3072019
- Report Type: Title | - Workforce Development (WIOA)
- Region/LWIA Name: WIOA Statewide Grant Contractor
- One Stop Location: VSD VIETNAM VETERANS OF SAN DIEGO
- Statewide Grant Desc: 641 - Veteran's Employment-Related Assistance Program (VEAP) PY 17/18

Office Total % Total
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Office Total % Total

Total Rows: 1

The last tip we will review is how to toggle between pages on a report.

If a report’s results contain more than one page of data, you will see a “1 of 2?” in the
top left corner. To navigate to the next page of the report, select the blue arrow to the
right of the “?” mark. To navigate back to the previous page, select the back arrow to
the left of the “1”.

When you run a report that categorizes the results, for example “by Office”, “by
Region/LWIA”, “by 15% Grant”, the results are in summary form and contain links to
look at more detailed results — or the “List” results. When you click on the link to look
at the details of the report, you are moving away from the “Parent” report. While on
the List report, you can navigate back to the “Parent” report by clicking the blue arrow
to the left of the “100%” drop-down box.
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The Enrolled Individuals report will provide a summary and/or list of individuals
enrolled in a program. There are many ways to run this report, including by Office,
Region, and WIOA 15% Grant.

In this example, we will run the report by One Stop Office and will be able to choose
“Grant” as a filter. Your participants must be enrolled to show in this report. If they are
not showing in this report, participation was not created to enroll.
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1. In the Program area, select “Title |- Workforce Development (WIOA)” in the Program
field. Leave the other fields as none selected.

2. In the Location area, go to the Region/LWIA and Office Location fields and make
appropriate selections. Your location will most likely auto populate. If not, be sure to
choose the correct Region and Office Location. If you are a Non-Local Area, be sure
your Region/LWIA is “WIOA Statewide Grant Contractor”.

3. Next in the WIA-Specific area, select your grant in the Available Grants field. To find
your grant faster, you can use the Grant Type filter to narrow the results.

4. Finally in the Date area, select “Active” in the Date Filter field. Then, select your
appropriate dates in the Date Range fields. Then, select “Run Report”.



Enrolled Individuals- Results
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In these results, we see the count of individuals that are enrolled in an organization’s
particular special grant, and were active within the designated date range.

Note: If you do not see as many participants as you may have thought were enrolled,
there is a good chance that some of your individuals are NOT enrolled, meaning
Participation might not have been created or you have not yet added an activity code

that is funded by your special grant.



Services Reports> Services Provided Individuals
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Next we will review the Services Provided Individuals Report which shows information
about specific services provided to individuals by the staff members. You will want to
run this report “by Grant”.

Of course, this report can be used to see what services are being provided, but this
report can also be ran using different filters to show the demographics of those you
serve.
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In the Program area, select “Title |- Workforce Development (WIOA)” in the
Program field. Leave the other fields as none selected.

In the Location area, go to Region/LWIA and Office Location and make appropriate
selections. Your location will most likely auto populate. If not, be sure to choose the
correct Region and Office Location. If you are a Non-Local Area, be sure your
Region/LWIA is WIOA Statewide Grant Contractor.

Next in the WIA-Specific area, select your grant in the Available Grants field. To find
your grant faster, you can use the Grant Type filter to narrow the results.

Finally in the Date area, select “Actual Begin Date” in the Date Filter field to see
services that have actually been provided, not just scheduled to be provided. If you
would like to include those activities with a Projected Begin date within the range,
select “Projected Begin Date”. If you would like to see all services that have been
entered, whether they have actually began or not, select “Create Date”. Then,
select your appropriate dates in the Date Range field.
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Services Provided Individuals - by Grant

- Region/Lwia: WIOA Statewide Grant Contractor
- Office: VSD VIETNAM VETERANS OF SAN DIEGO
« Grant 641 - Veteran's Employment-Related Assistance Program (VEAP) PY 17/18
- Veteran Information From: Both
- Date Fiekd: Actual Begin Date
- Start Date: 7/1/2018
« End Date: 6302019

‘Grant Description
Veteran's Employment-Related
Assistance Program (VEAP) PY 17/18
Veteran's Employment-Related
Assistance Program (VEAP) PY 17/18

Veteran's Employment-Related
Assistance Program (VEAP) PY 17/18

Veteran's Empioyment-Related
Assistance Program (VEAP) PY 17/18

San Dage CA US| 102 - it Assasamment

The results will provide a list of services provided by staff to those enrolled in an
organization’s program. To view the roster of individuals that received that service, click
on the link in the Distinct Users column.
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Case Management Reports> Case Load
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The Credentials report displays information entered into an individual’s credentials
ribbon within their program application, if any. This report is useful in gathering
credential attainment information for a group of individuals (ie. enrolled in a special
grant).
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In this slide, we will look for credential information for participants enrolled in a special
grant project. In the first filter area, Customer Group, select the appropriate group for
which you are searching. If you do not select a customer group, the report will pull data
on all customer groups, and will not provide a column that identifies the customer
group.

Next, select the appropriate Region and Office Location. In the Grant section, select the
appropriate Grant Type. Depending on what you select in the Grant Type field, the
Available Grants will populate. Select the appropriate grant.

Finally select Credential Date from the Filter By Date filter and enter the appropriate
Date Range. Select “Run Report”.
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Case Management Reports> Case Load
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The Case Closure Reportable Performance Indicators report shows performance
indicator information for any credentials that may have been received, school status
and diploma, and employment placement information. Much of this data is derived
from the Case Closure form in an individual's profile. If staff do not fill out the Closure
Form, this report will not contain any data.



Report Type: [Both - Displays all closure types ™

Program:

B Report Filters

Customer Group:

Dislocated Worker

Partner Program ® Active e

Status:

Partner Program: None Selected

Active  Inactive  All E
en v
f

lliance of North Bay
E Office Status: ® Active Inactive All

JOffice Location:
i vess o 20 suiec

o zcie zeme

Filter By Date Actual Case Closure

Date Range: Last 30 Days Vi

From:
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In the Report Type area, select “Both- Displays all closure types” in the Report Type
drop-down.

In the Program area, select “Title |- Workforce Development (WIOA)” in the
Program field. Leave the other fields as none selected.

In the Location area, go to Region/LWIA and Office Location and make appropriate
selections. Your location will most likely auto populate. If not, be sure to choose the
correct Region and Office Location. If you are a Non-Local Area, be sure your
Region/LWIA is WIOA Statewide Grant Contractor.

Finally in the Date area, select “Actual Closure Date” in the Filter by Date field.
Then, select your appropriate dates in the Date Range field.
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The results will show a list of Case Closures Reportable Performance Indicators to those
enrolled in your program, and for whom the Closure Form was completed. In this
screenshot, the School Status and Entered Employment columns contain data.
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Case Management Reports> Documentation
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This Case Notes report will retrieve case notes created for individuals. Staff can search
for specific case notes in a variety of ways, including a popular keyword search that
locates case notes based on a word or phrase in the subject field or the narrative field.



Report Filters
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In the Report Type area, select “Includes” or “Exact Match” from the Report Type
drop-down.

In the Case Notes area, type in what word or number you want find that is included
in the subject name of the case notes in the Case Note Subject field. If you are not
looking for a particular word or number, leave this field blank.

In the Program area, select “Title | — Workforce Development (WIOA)”.

In the Location area, go to Region/LWIA and Office Location, and make appropriate
selections. Your location will most likely auto populate. If not, be sure to choose the
correct Region and Office Location. If you are a Non-Local Area, be sure your

Region/LWIA is WIOA Statewide Grant Contractor.

Finally in the Date area, select the appropriate date range in the Date Range field.

19



ai Case Notes- Results

Case - Case Notes Case Notes Report
Workforce
Program Jonoration and Opporundy Act (WIOA)Program
Office. L& RCareer Center

Include System Case Notes: No
Date Range: 02/142017 - 0315/2017
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Saving to My Reports

2672018 mm/dd/yyyy)

Reset Date
4 O] Reports
My Reports E]
Summary RepYrts
Detailed Reports
Sejet Another Documentation Report Custom Reports
bl ) CalOBS - My Reports - Internet Explorer o @ p—
S — B
My Reports:
Please enter in a description for t saa
AT
Advanced Report Testing Update Filters ) Display Report Edit Deletel

Do Not Share: @ Share with everyone that has access to this report

If you would like to save a report and its filters to My Reports:

1.

4.

Choose the “Save to My Reports” link at the bottom of each report before you
select the “Run Report” button.

You may receive a pop-up blocker message. Allow the pop-up, and name your
report in the description area; choose “Save”.

Your report with the same filters will appear in My Reports from the Report left
hand menu.

You can easily run the report by selecting “Update Filters” in the Action column
when you are in your My Reports.
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Questions

For any questions concerning this module, please contact the Capacity Building Unit at
CBUTraining@edd.ca.gov.
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